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This training guide details the Peopleclick tool and how it’s used to procure and manage IT

resources under the Maine IT Staff Augmentation contract.

requisitioning process, including:

Tool navigation

Requirement creation and approval
Candidate review and selection
Timesheet approval

Engagement evaluation

It covers various stages of the

Please feel free to use this page to record your personalized login information.

Peopleclick Login Information

URL.: https://vms.peopleclick.com
User Name:

Password:

Org ID: i3820

Maine IT Staff Augmentation Services Contract
Hiring Manager Training Guide
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This section provides you with a high-level overview of Peopleclick.

Login
B Open internet browser
B Enter appropriate URL

B Enter Login Information

Please note: When you enter the site for the first time, you will need to sign-off on a Software
Service Agreement. After your initial log-in, you will not need to do this again.

If you can’t remember your password, click here
to have Peopleclick send you a new password
via email. Please be sure to check your Spam
filter, as the password may get help up there.

—
R E
User Hame: hm1
. ‘. T ‘ma\ne i’ ‘.;\
= - P Enter your
| . legin info here.

Peopleclick' orpazation 0 [sessesee 4]

VMS

Fargot My Password/Reset Password

Click here for
login
assistance and
who to contact
if you have
questions.

System Status/News
Peopleclick® VMS
© 2009 Peopleclick, Inc. Al Rights Reserved.

Click here
to view
Peopleclick
specs.

Click here
to view
Peopleclick
Service
Agreement.

Click here to
access the
Peopleclick
homepage.

Help | About | Services Agreement | Peopleclick®
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View Application Tabs

The following image points out the five tabs that allow you to navigate through the site. These
five tabs are as follows:

B My Peopleclick
Requirements
Candidates
Time/Expenses
Admin

F‘ i View and View and Time and Perform
\‘//FUHSEWICG i) search all || search all Expense administrative
reqs candidates Approval duties

PRIEIEE I - ~crer VRN G TN, SN VT

Welcome to the IT Staff Augmentation Contract Website Maine Hiring1, Last Login:06/09/10 04:06 PM; View | Edit

If you experience any problems or have any questions about this website, please contact the help desk at Maine_Help@Compaid.com or call 1-800-635-5138.

' Graphs ata Glance

My Requirements Pending Approval @ | Engagements Expiring in 15-Days v ‘
Active Requirements )
New Candidates ©
Active Candidates @)
Engaged Candidates )

There is no data to display.

Items Pending My Approval or Action

Requirements. ©
Engagements ©
Timesheets )
Expense Reports )

Candidates

| A1 Active Candidates - With My User D v

Requirements

‘MA(IWE Requirements - With My User ID v‘

The following pages detail each tab.

Maine IT Staff Augmentation Services Contract 3
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My Peopleclick Tab

This tab enables you to perform the following tasks:
View or edit your user information

Enter a new requirement

Access your active items

Access items pending your approval

List candidates or requirements that meet the criteria you select via global searches

Request Reports

&; - |g https:/jvms.demo.peopledick.com/dientportal.aspx V‘ a ‘ || X ‘ e Search ‘ pel

Fle Edit View Favorites Tools Help & snagt B '

W [@ Peopleclick VMS l_w far - R o - |k Page - {3 Toolks -

t‘ o .
FU] View MSP

Search | Standard — Log out of
database || reports the system

My Peopleclick
Consult B create a
on-line M new req.
help

Welcome to the IT Staff Augmentation Contract Website Maine Hiringl, Last Login:06/07/10 11:56 AM; View | Edit

If you experience any problems or have any questions about this website, please contact the help desk at Maine_Help@Compaid.com or call 1-800-635-5138.

- Graphs at a Gl
M View your regs. that need approved. ‘—
My Requirements Pending Approva @) | Engagements Expiring in 15-Days v ‘

Active Requwrements!_—‘ View your open reqs. I ©

View and edit
your infermation.

wticw Candidates N N [(4]
» i View candidates that
Active Candidates=———— have been forwarded ©
EngagedyCandidates for your consideration. )

View candidates engaged
against your reqs.
There is no data ta display.

ltems Pendi Approval or Action

Requiremem:q—‘ View reqs. that need your approval. i @
ngagements (@

Timesheets < View timesh and ]
Expense Repo that need your approval. )

Candidates

Use this feature
to perform global
candidate and
req. searches

| Al Active Candidates - With My User ID

Requirements

|MAcliVe Reguirements - With My User 1D

Maine IT Staff Augmentation Services Contract 4
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This tab displays the list of open requirements that you have created. You can search for
requirements by using the Search feature and then select a specific requirement.

W e [@Peoplechckvms

[]

\‘/ L UITOCL VILCIV RN

Search fora
specific req. by ID,
title, or various
other advanced
search options.

Reguirement Summary

Requirements

Quick Search

Search for a specific req.

Req. ID:

P/
e SN

by using the various
search filters.

Search Filter: |.ou Requirements

]

Title Req. ID Status Class. #0pn #5ub. Req. Created

Programmer 1 27802 Pend Apr SC1 1 0 06/02/10 02:45 PM
[ Reguirement Detail] [Candidate Summary ]

Programmer 1 2780 Draft 5C1 1 0 06/02/10 02:38 PM
[ Reguirement Detail] [Candidate Summary |

Programmer 1 27794 Pend Apr SC1 1 0 06/01/10 07:02 PM
[ Requirement Detail] [Candidate Summary |

Programmer 1 27793 Draft SC1 1 (1] 06/01/10 03:07 PM
[ Reguirement Detail] [Candidate Summary ]

DOT - Programmer 1 7788 Filled 5C1 1 1 05/28/10 10:29 AM
[ Requirement Detail] [Candidate Summary ]

Programmer 1 5C1 1 (1] 05728710 09:45 AM

| View specifics of a req. Summary |

Candidates Tab

View more detailed

descriptions of the regs. tore Detail |

Reports To Region

Hiring1, Maine State of Maine

Hiring1, Maine State of Maine

Hiring1, Maine State of Maine
Hiring1, Maine State of Maine
State of Maine

Hiring1, Maine

Leiby, Linda State of Maine

This tab displays a list of candidates who have been screened by your CAl Account Manager and
have been submitted against your requirements. You can search for candidates by using the

Search features and then select a specific candidate.

My Peopleclick Candidates

e o

Quick Search

Click here to view more detailed
information on the candidates.

. . AN
Cand. ID: Search for candidates using ‘\m
Search Filter: |N1.N:tive Candidates - With My User ID - ~ wvarious search filters. [ More Detail ]
SSN/Tax 1D/ SIN:
Req. Title Req. ID Req.Status ‘Candidate ‘CandStatus Rate CandCreated Vendor
Last Mame:
DOT - Programmer 1 27840 Open Fred Worker Active 50.00 USD 06/09/10 10:43 AM
Req. ID: [ Candidate Detail ] [ View Resume/CV ] [ Req. Info ] [ Interview ] [ Reject ] [ Request Engagement |
Advanced... DOT - Programmer 1 27840 Open £ Sally Candidate Active 50.00 USD 06/09/10 10:39 AW
[ Candidate Detail ] [ View Resume/CV ] [ Req. Info ] [ Interview ] [ Reject ] [ Request Engagement ]
Use Quick Search DOT - Programmer 1 27840 Open Sandy Programmer Active 50.00 USD 06/09/10 10:22 AM

functionality to search
for candidate by cand.
id, name, etc.

[ Candidate Detgl ] [ View Resume/CY] [ Req. Info ] [ Ingerview IpReject [pRequest Engagement ]

View more detailed information on an
individual candidate and take action, if needed.

t‘a - candidate is a possible duplicate

Record Range (begin/end): 1 - 3 Total Records: 3
Page 1 Total Pages: 1

Maine IT Staff Augmentation Services Contract
Hiring Manager Training Guide
CAl/Maine Confidential



Computer Aid. Inc.

8 % FullServiceMSP

The Right Staff, the Right Skills, Right Mow,

Time/Expenses Tab

This tab displays a list of engaged candidates’ timesheets or expenses for which you have
approval authority as well as a list of your engaged candidates who have not entered weekly
timesheets for their engagement. You may approve timesheets without seeing the timesheet,
or you can access the actual timesheet to get specifics of submitted time.

W [{épeoplec\ickvms l_} i - by & i - |2 page - & Tooks -

¥ rullservicemsp

. Click here to see who - .

t‘:\‘»eanr:lh fcr:: ;pem_flc still needs to submit Click here to view
imesheets by using timesheets. expenses that need

Quick Search feature. to be approved.

Time/Expenses

My TimesheetsTimesheet Approval Missing Timesheets Expense Approval Invoices

Timesheet Status

Hours Total Amdt Timesheet D Vendor Reports To CandID Requirement Title

PeriodEndDate: ] Suzie Candidate  06/05/2010 Submitted 32:00 19131

‘Computer Aid, Inc. Maine Hiring1 22632 DOT - Programmer 1
(mm./dd/yy)

[ Wiew TPesheel] [ Candidatg Time Summary ] [ Engaged Candigate Information ]

From: ; T | Record Range (begin/end): 1 - 1 Total Records: 1

‘ Click here to access ti heet. ' - - base 1 7ot Pasens
Click here to view list Click here to view 2 ges:
[ soprove Checked Timesnests | of timesheets candidate's detailed
- associated with person engagement information.
T throughout the
Advanced... m Click here to approve timesheet engagement.

without having to access it.

Admin Tab

This tab displays your organization’s information. The information is viewable by all; however it
can only be edited by those with Admin authority.

My i qui i Admin

Edit Client Information

Client Information

- a
Client Region: State of Maine
Client Information
Name: State of Maine Short Hame: State of Maine
Client Attachments JEEEIIE A aOY Parent Org: CAl Managed Staffing Services
Billing Rules Sys. Ore. 1D 1507 Parent Org. ID: 1210
Organization 1D i3820DEMO ‘Web Address: www.maine.gov
Application Settings
Employer ID Ho. 1: Employer 1D Ho. 2:
Custom Content AR ITRER Employer ID No. 4:
Custom Fields W 4 ctive Featuresets va

Budget Constraint Settings ¥ RMi Resource Management - manage requirements, candidates and engagements

Rate Configuration Settings ¥ Timeshests Time Management - time entry, approval, and application of biling rules
¥ EMi Expense entry and approval
Evaluation Settings v
WebReports Enhanced web-based reporting
Approval Settings Project Requirements Atility to create/manage outsourcing projects with vendars
Localization Settings ¥ Integration Management Access to Biling and Export Process Automation (BEPA) and Import Process Automation (1PA) functionality.
Buy-Side Approvals External eProcurement Approvals for Requirements []
Compliance Manager
Filtered Vendor List Restricts vendor selection to vendors selected by the branding organization
Requirement Class Settings ECCV External cost center validation on projects
N Location list Location groups and locations
¥ Enhanced TS Nic. Auto-Approve/Reject Timesheet from email notices
Vendors
¥ Cost Center Cost Center large list functionality
Maine IT Staff Augmentation Services Contract 6
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REQUIREMENT ENTRY PROCESS

The Maine IT Staff Augmentation Services contract brings a uniformed ordering process to all
agencies through the Managed Service Provider, Computer Aid, Inc. The following pages detail
the workflow Hiring Managers must follow in order to fulfill a requirement under this contract.

Initiate a New Requirement

After discussing the need with the CAl Account Manager and all appropriate internal users, you
will need to enter your requirement into Peopleclick. Please note: Before entering the
requirement, you will need the delivery order number generated through AdvantageME.

g’)FuHSeryi(;eMSP

My Peopleclick i Ci i m

‘Welcome to the IT Staff Augmentation Contract Website Maing Hiring1, Last Login:06/08/10 03:59 PM; View | Edit

17 you experience any problems or have any questions about this website, please contact the help desk at Maine_Help@Compaid.com or call 1-800-635-5138.

Click here on the ’ [
"Create a New
Requirement” icon My Requirements Pending Approval 2) Engagements Expiring in 15-Days v
(piece of paper v Req 2 ApP @ [Engae piring y |
with a plus sign) Active Requirements @
New Candidates [}
Active Candidates [}
Engaged Candidates )

There is no data to display.

(/ ltems Pending My Approval or Action

Requirements [}
Engagements (]
Timesheets )
Expense Reports )

Candidates

‘Nlﬁ(lwe Candidates - With My User ID hd |

Regquirements

‘ Al Active Requirements - With My User ID v |

Maine IT Staff Augmentation Services Contract 7
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Select Requirement Class

There are four levels to a requirement class that must be selected when creating your
requirement. Please note: These levels help to determine the rate.

B Job Title

B Experience Level
B Economic Area
[

Skill Category

ﬁbﬁllSeryiceMSP

@@a @E@ My i Admin

Requirement Class Summary
Quick Search
Requirement Client Region: State of Maine | w

Select a Requirement Class to create a requirement:

sl £ State of Maine Select the Job Title for your req. i
desc on: i B¢ Programmer -
D tion (i Select the Experience Level for your req. i
Bl {3 PR
C H [
H PR At Select the Economic Area for your req.
5 . H H Please note: This will always be A1, -
Status: O i i eqClass De / Req Class ID Select View

Re
advanced... [N sC 71840 details
sc2 21848 o] detals
5C3 21849 o) details

Select skill Category {SC). Please consult
e.

your Skill Category Matrix for as

Record Range (begin/end): 1 - 3 Total Records: 3

Page 1 Total Pages: 1

Maine IT Staff Augmentation Services Contract 8
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Enter Requirement Details

After you select the requirement class, the Requirement Detail page appears. Some
information is pre-populated depending on the template for each Requirement Class.

#¥ullserviceMsP

@ e [3 @ "m Requirements

Requirement Class Information V a

The default requirement class values have been copied to this requirement.
Full Req. Class: PRO: PR1 : A1 : Displays the selected Req. Class. i
Reguirement Class: [ chang:

Use default values from req class template
This field should | If you would like to select a different req. class, click here.

always be "1 Requirement Details —a
If you have - "
rzult le * Title/Role: DOT - Programmey Enter your title for this req. Please be sure I * Start Date: 07/01/10

mm/dd/
openings, to include agency name in the beginning. W) i
please enter a * No. of Openings:™ * End Date: 12131410 . Enter appropriate date
Pi leclick informatien for assignment.
for each one. " Mo. Filed: 0 Ho Hew Submittals After: [06/20/10
for each one. o New Submi er: k- Tmm/ddryy)
This field will ically popul va
Bil Range: with bill rate associated with this req.

— job title, experience level, and skill
from 5/39-75 UsD to 53975 USD | Per Hou category. This can’t be changed.

[ Do Not Allow Submission Above Maximunm Bill Rate

Click here to start the calculation process. Type in Hourly

Budget Information ! v a
dg Rate, Hours per day, and days per week. Hit Save.
* Hourly High 81l Rates gf:5.7% | ysp|_CalculaiT]
+ Current Budget: Budget Calculat Click here to calculate proposed budget. If necessary,
o > us [ Buce change number of hours or budget amount. Hit Save.
Requirement Desc 1L 7 o
“Engagement Type: ——| Please make sure this box is checked. I
*Short Description:
The Programmer is responsible for analysis, design, coding, . i
component and assembly testing of all appication code owned by the emete Delete the prefilled info and enter
Application Team. high-level overview of the assignment.
Complete Description:
The Programmer is responsible for analysis, design, coding, ”
component and assembly testing of al application code owned by the = Delete pre-filled info and enter specific
Application Team. Programmers typically are involved in maintenanc®#=—T=] assignment details. This should describe a a
(including production support), enhancement and development wark. day in the life of person working in this position.
Programmers have a range of skils and knowledge of the b
7 oA
Required/Desired Amount of Experience
List all the skills
you would like Note if the skill is required or
the candidate to desired and the amount of
experience you are seeking.
ngmy desired | | |1 |Years v‘
‘Experlence with Transportation projects ‘ ‘ Highly desired | |e. | Months ‘
\ | | I
\ [rered  v][ [ v
\ S | I
\ S | I
\ I | I
\ eI | N
Questions For Requirement If you would like, you can ask free-form 7 A
[ Add Questiondgs i that the vendor/candidate must

answer. Please note: You can ask as

Compliance ltems many guestions as you would like. -a

This section contains tasks that wil need to be completed as part of the Candidate Submittal and/or Engagement process.

Group Name ltem Due Owmer Global Attch. Remove

Global Screening Criteria Yes

Criminal Backgrougd Check Before Engagement ‘Vendor
Each candidate must pass a criminal
Contact Information %\ bac d check prior tgatheir i [Edit Contacts] + &
Client Contact: [Maine Hiring Reg. Owner: ” Hiring ‘ start date. If you require any additional

screening, be sure to talk to your CAT

Reports To: Account Manager before entering the req.

Maine IT Staff Augmentation Services Contract 9
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Compliance ltems

- o

Group Name ftem

Global Screening Criteria

Cont: nformation
Client Contact: [Main= Hiring Req. Owner: |13 g

Criminal Background Check

This section contains tasks that will need to be completed as part of the Candidate Submittal and/or Engagement process.

Due Owner Global Attch.

Click here to change requirement
contacts, if necessary. Please note: All
three fields default to the person
submitting the req.

Before Engagement

Once you have made contact
Client Information changes, click here to Save - a
Instructionst  pigplays current contacts for req. Contact Selection Screen
- W
fork Loca i 95t Ol 14 locate appropriate Contact for ‘Client Contact’, ‘Reports Ta", and/or "Req. Owner’, utilize keyword search by Last or First name or by
Project: navigating through paginated links. Click radio button to make your selection. Click Update when finsihed.
vy | (rone ] s ] v tomacs
e Aaves va
swectescanssstorvencor:| | staex
sctegtanaoate/vendor ) Email Work Phone Dept  State Client Contact Req Owner Reports To
*Priority: *Accoun a@a.com o) O @
Change Tracking Maine Hiring’ al@a.com o ® o - A
Created By User:  Created Date: Maine Hiring1 a@a.com @® (o] @]
Last Change User:  Last Change Date: All Contacts -a
User Name / Email Work Phone  Dept State  ClientContact  ReqOwner  Reports To va
Please review al information prior to submittal. Any changes after subj -
Maine Hiring1 a@a.com If you would like to change a o o] o
5 rticular contact, click on the
[_swnitrea toopenstatus | [ saveasstraft | [cand|  Brac otand Brad_holland@compaid. ":o"espo"di"gcrta'dio button (@) (2]
Brad Heland Brad_Holland@compaid.c (@] (@] (@]
Linda Leiby Linda_Leiby@compaid.com O () O -
o Trusted sites H100% -
Client Information Click here to select State of Maine. When Click here to choose the Agency. When the - a
N pop-up appears, click on A1, click the radio —up window a rs, click the radio
Instructions: button for State of Maine, and click Save. p:fnoﬁ for the Agpency and dick save.
Denote * Work Location: State of Maine s¥ct ° CostCenter: 17A-DOT selec
whether or not — ———
the candidate Project: Drivers Licensing H This field is not mandatory.
can submit and Enter physical address for assignment. i
be reimbursed “Delivery Order Number: Worksite Address: ‘123 Maine St
for expenses. "
el “Expenses Alowed: “ Appiy Offsite Charge: m Denote whether or not work will
be performed at agency location.
. Selected Candidate/Vendor *SLA Exempt: m
Denote if you - Do not change these fields. If necessary, they
want work to be [ priority: “Account Manager: | Ellen Sigl : ' 4
performed by -3 will be changed by CAI Account Manager.
certain person “Interview Type:
or vendor. MNormal: 3 resumes in 3
business days. - a
Urgent: 3 in2
business days.
Last Change AW
v-
Please review all information prior to submittal. Any changes after submittal must be handled by your designated CAl representative.
- Click here to erase your
[ submit Reqfu OpenStatus | [ Save aslIRrafl ] ren. and Start ouen
Click here once you have filled . .
in all required fields. Remember ﬁgflr(elg‘]retl; :‘Jg.:lrte
to be as detailed as possible. v "
Maine IT Staff Augmentation Services Contract 10
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Once you submit the requirement to open status, the Approval Request page must be
completed next. Once you have entered the necessary justification for entering this
requirement and click the Submit button, the requirement will go to the approver for sign-off.

g‘)FinSeryigeMﬁP

Qe Tg senrnens A N e

Internal Approval Request - Hew Requirement

Client Name: State of Maine

Requirement Title: DOT - Programmer 1

m— Please note that this section will be

ulated with more specific info on what
Enter the justification for this pntsitiun.‘._ p‘i)spneeded for your reqp?:o be approved.

. This denotes who will be
Maine Approveri Agency Approve i approving your req.

“Comment:

| have supplied al the information asked of me in the
Instructions section above. Please approve.

Once you have
provided the
necessary information,
click here, and the req. Cancel

will go to the next m

approver for sign-off.

Click here to add
r"__....-——" Justification Attachments.

File Type Description File Hame Created Date

Record Range (begin/end):1-1 Total Records:0

Maine IT Staff Augmentation Services Contract 11
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APPROVING A REQUIREMENT

At a minimum, all requirements will be reviewed and approved by the designated CAl Account
Manager who will do a final review of the requirement to ensure it is clear and complete before

sending it to the vendor network.

If you are designated as an approver, you will receive an email notification from Peopleclick
informing you a requirement has been sent to you for approval. Within the email, you can click
on the link that will take you directly to the requirement that requires your approval. You can
also access the requirement by navigating through the web-based work request tool in the

following manner.

Welcome to the IT Staff Augmentation Contract Website

My Requirements Pending Approval

Active Requirements
New Candidates
Active Candidates
Engaged Candidates

If you experience any problems or have any guestions about this website, please contact the help desk at Maine_Help@Compaid.com or cal 1-800-635-5138.

@
@)
@
@
@)

/J Items Pending My Approval or Action

Requirements
Engagements
Timesheets

Maine Approver1, Last Login:06/09/10 05:03 AM; View | Edit

' Graphs at a Glance

| Engagements Expiring in 15-Days A |

There is no data to display.

L% % Quick Search

Candidates

| Al Active Candidates - With My User ID L3 ‘

Reguirements

|Nlm:l1ve Requirements - With My User ID v|

I Click here to view the req. that needs your approval. i

Quick Search

Requirement Summary

Req. ID:

Search Filter: ‘ Al Reguirements Pend. My Approval -

Title Req. ID Status Class #0pn
Advanced...

DOT - Programmer 1 27840 Pend Apr 51 1

[Requirernl Detail] [Candidate Summary ]

Click here to view the req. details

#Sub.

[ More Detail |

Req. Created Reports To Region

a 06/09/10 04:09 AM Hiring1, Maine State of Maine

—

Record Range (begin/end): 1 - 1 Total Records: 1

Page 1 Total Pages: 1

Maine IT Staff Augmentation Services Contract
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Once you have reviewed the information, scroll to the Approval section, as illustrated below.

Contact Information

Client Contact: Maine Hiring1 Reg. Owner: Maine Hiring1
Reports To: Maine Hiring1

Client Information

Work Location: State of Maine  Cost Center: 17A-DOT
Project: Drivers Licensing

Detivery Order Number: DO012345

Worksite Address: 123 Maine 5t.

Expenses Alowed: Yes

Apply Offsite Charge: Mo

Selected Candidate/Vendor:

ELA Exempt: Mol

Priority: Mormal

Account Manager: Ellen Sigl

Submit Approval

Instructions: Review the details of the reguirement pricr to approval.

Justification : | have suppiied all the information asked of me in the Instructions section above. Please approve.

@] Approve
Omamve\

*Approval:

Click Approve or Do Not Approve and
hit Submit. Please be sure to include
Approver Comments: comments if you are not approving the
requirement. That way, the person
that submitted the requirement will

know your reasoning for not approving
and can work to correct the issue.

Date Hame Level Status Comments
06/09/10 05:01 AM Maine Hiring1 Hiring Manager Submitted - Client Approval | have supplied al the information asked of me in the Instructions section above. Please approve.

Maine App! 1 Agency Appi Mext App!

Change Tracking

Created By User:  Maine Hiringl Created Date: 06/09/10

Last Change User: Maine Hiring1 Last Change Date: 06/09/10

[ Candidate Summary ]

[ Edit Reguirement ] [ Copy Reguirement ] [ Reguirement Settings ]

[ Attachments] [Comments ] [ Vendor List ]

If the Requirement is rejected at any point in the approval chain, the Hiring Manager will be sent
an email indicating the rejection at which point the Hiring Manager may make corrections to the
requirement and resubmit for approvals.

If the Requirement is approved, it will go onto the next approver in the approval chain. The
process will continue until the final review is completed by the CAl Account Manager. At that
point, the Requirement will be sent to the vendor network for candidate submission.

Maine IT Staff Augmentation Services Contract 13
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CANDIDATE SELECTION PROCESS

The CAIl Account Manager is responsible for screening the vendor network’s candidates that are
submitted against your requirement. The CAIl Account Manger will examine the information
provided for each candidate and review the score that has been calculated by the candidate
responses in the Required/Desired section of Peopleclick. In addition, the CAl Account
Manager will compare the responses against the resume. If the CAl Account Manager feels the
candidate has the necessary skills, a screening call will be done. During this call, the CAI
Account Manager will validate the candidate’s qualifications. If, after speaking to the candidate,
the CAIl Account Manager feels the candidate is a potential match for the position, the candidate
will be forwarded to the Hiring Manager for consideration via the web-based work request tool.

When the candidate is forwarded, the Hiring Manager will receive an automatic email notification
from Peopleclick. Within the email, you can click on a link that will take you directly to the
candidate’s detail page. You can also access all candidates forwarded against your requirement
by navigating through Peopleclick in the following manner.

KQ’)FuHSeryiceMSP

@ T I:; @ E{ﬂ My Peopleclick i Ccandi i m

‘Welcome to the IT Staff Augmentation Contract Website Maine Hiring1, Last Login:06/09/10 10:59 AM; View | Edit

If you experience any problems or have any questions about this website, please contact the help desk at Maine_Help@Compaid.com or call 1-800-635-5138.

' Graphs at a Glance
My Requirements Pending Approval @) | Engagements Expiring in 15-Days v |
Active Requirements. Click here to view candidates submitted to your req. ' m
News Candidates ©
Active Candidates 3)
Engaged Candidates )
There is no data to display.
Items Pending My Approval or Action
Requirements. ©
Engagements (]
Timesheets )
Expense Reports )
Candidates
‘Nlm:lwe Candidates - With My User ID vl
Reguirements
‘Nlﬁ(lwe Requirements - With My User ID vl
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Quick Search

Requirement Summary

Req. 1D
Search Filter: |Almwe Requirements - With My User ID - [ Mare Detail ]
Title:
Title Req. ID Status Class #0pn #5ub. Req. Created Reports To Region
Advance:
DOT - Programmer 1 27840 Open sC1 1 3 06/09/10 04:09 AM Hiring1, Maine State of Maine

[ Regquirement Detail] [CandinatTSummary] [ Submit Candidate ]

Click here to view candidates

submitted against a specific req.

Record Range (begin/end): 1 - 1 Total Records: 1

Page 1 Total Pages: 1

¥ ullServicemsp

Candidate Summary

SearchFiter: | Custom Search Filter

Req. Title

Req. ID Req.Status Candidate

DOT - Programmer 1 27840 Open Fred Waorker
[ Candidate Detail | [ View Resume/CV ] [ Req. Info ] [ Interview ] [ Reject | [ Request Engagement ]

Advanced... DOT - Programmer 1 27840

Open . sally Candidate
[ Candidate Detail ] [ View Resume/CV ] [ Req. Info ] [ Interview ] [ Reject ] [ Reguest Engagement ]
DOT - Programmer 1 17840 Open Sandy Programmer
[ Cangidate Detail | [ View Resume/CV ] [ Req. Info ] [ Interview ] [ Reject ] [ Request Engagement |

& . candicate is a possibe dupiicate

CandStatus

Active

Active

Active

Click here to get more extensive

information on each candidate. T More Detail]
Rate CandCreated Vendor

$0.00 USD 06/09/10 10:43 AM

$0.00 USD 06/09/10 10:39 AW

50.00 UsD 06/09/10 10:22 AM

Record Range (begin/end): 1 - 3 Total Records: 3
Page 1 Total Pages: 1
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The More Detail functionality allows you to
see their summary of quals and their
experience with Required/Desired Skills

¥ ullServicemsp

@ B [3_ lE cﬁa iy Peoplechick ™| Requirements >N m
ick S¢ =h
Quick Seare [ I —
Cand. ID:
Search Filter: | ‘Custom Search Filter A [ Less Detail |
SSM/Tax 1D/ SIN:
Req. Title Req.ID / Rank Req.Status ‘Candidate CandStatus Rate DesiredEmployment CandCreated Vendor
Last Name:
DOT - Programmer 1 27840 Open Fred Worker Active 50.00 USD Contract 06/09/10 10:43 AWM
Req. ID: Summary: Fred retired from the State of Maine in 2007. He went back to school and learned .net
T b VB.net (Required, 1 Years) ® (Mests 1 Years)
5QL server (Required, 1 Years) * (Meets 1 Years)
Skills: SQL Server 2008 (Highly desired, 1 Years) * (Meets 1 Years)
" Experience with transportation projects (Highly desired, 6 Months)  » (Notatal )
Composite Score: 91%
[ Cangidate Detail | [ View Resume/CV ] [ Req. Info] [ Interview ] [ Reject ] [ Reguest Engagement ]
DOT - Programmer 1 27840 Open gy Sally Candidate Active $0.00 USD Contract 06/09/10 10:39 AM
Summary: Sally has previous programming experience at Maine DOT.
VB.net (Required, 1 Years) ® (Exceeds 7 Years)
5QL server (Required, 1 Years) * (Exceeds 2 Years)
Skillss | T Server 2008 (Highly desired, 1 Years) o (Mests 1 Years)
" Experience with transportation projects (Highly desired, & Months) e (Meets 6 Months)
Each candidate is given a score
Composite Score: 113% based on their responses to the
[ Candidate e E e 1 Required/Desired Skills
DOT - Programmer 1 Sandy Programmer Active 50.00 UsD Contract 06/09/10 10:22 AM

Summary: Sandy is an experienced .

On this page, you can also take the following actions:

1. View detailed candidate info (Candidate Detail) ars)
2. View resume and/or other candidate attachments (View Resume /CV) ars)
3. Request more info from the vendor/candidate (Req. Info) nths)

1 4. Request that the CAI Account Manager coordinate interview (Interview)
5. Remove candidate from consideration (Reject
6. Inform CAI that you have selected candid ( Ei )

[ Candidate Detail ] [ View Resume/CV ] [ Req. Info ] [ Interview ] [ Reject ] [ Reguest Engagement ]

Review Candidate Detail Screen

The Hiring Manager can see detailed information on a candidate, including the following:

B Availability

B Summary of qualifications

B Skills

B Previous work experience

B Resume and other attachments

The following page is an example of the Candidate Detail page.
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Edit Candidate

Resume/Attachments i itle: DOT - Programmer 1
State of Maine
Request Information

saly Candidate

Request Interview

Instructions
Forward Candidate Defauit candidate submit message
Reject Candidate Candidate Details
Request Engagement Candidate Name: Saly Candidate

Email Address: a@a.com

Candidate Status: Vendor Candidate Status: Avallabie
Engagement Type: Contract

waer e
Sys. Candidate ID: 22687

ToniEsi At Avaiability: Immediately

Possible Dupe ™ Summary of Qualifications: Sally has previous programming experience at Maine DOT.

Interview Date:

View Duplicates
Interviewed By:

Candidate Scr
Requirement Details And Candidate Match

| skill Required Amount of Candidate Response Candidate

Desired Experience . Experience
VE.net Required 1 vears Exceeds 2 vears
5QL Server Required 1 Years Exceeds 2 Years
5QL Server 2008 Highly desired 1 Years Meets 1 Years
Ex tht tati
perience with transportation Highly desired 6 Months. Mests 6 Months
Candidate Employment projects

Information

Global Candidate Requirements

No global requirements found.

Compliance Items

Candidate Comments

This section contains tasks that will need to be completed as part of the Candidate Submittal and/or Engagement process.
Internal Comments
Group Hame Item Due Owner Global Status Attch.  Details

Candidate Detail
andidate Betaits Global Screening Criteria Yes

e Criminal Background Check  Before Engagement  Vendor [ Detais |

Questions For Requirement

No Questions For Requirement Found

Client Defined Fields

‘Candidate Phaone Number: 555-555-1212

Round Forwarded (CAl Use Only): 1

Is Candidate a State of Maine Retiree?: No

Candidate Em

Is Candidate currently empioyed by

Vendor: Yes

Is/vil be paid employee/ W2 to Vendor: es

Candidats Employer If subcontractsd

to Vendor:

Independent Contractor: Ho

Incorporated, 1099/5elf-Employed O A

Wik

Was candidate ever contracted/employed by o

client:

Previous smployment type: Temporary

When did the last employment end? 12/31/2009 12:00 A4
Wihy did the last employment end? Engagement Fulfiled

Details of previous contract/employment at client:  Sally worked on Licensing website project.

Candidate Rate Settings
Payment Basis : Per Hour

Candidate Rates

Current Attac hmer

File Type Description File Name: Created Date
Resume/CV Sally Candidate Resume ME Resume Template.doc 06/09/2010 10:47 A

Record Range (begin/end):1-1 Total Records:1
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From the Candidate Detail page, the Hiring Manager can do the following:

B View a candidate’s resume and/or additional documents attached to the submittal
Request additional information about the candidate
Request an interview with the candidate

Reject the candidate

Request that the candidate be engaged

The following pages describe these actions in greater detail.

View Resume/Attachments

The Resumes/Attachments option enables you to view the resume of the candidate as well as
any other attachments associated with the candidate.

¥ Fullservicemsp

@% [3 E#ﬂ My Peopleclick ™| Requirements NIEHE m

Edit Candidate

Resume/Attachments ent Titie: DOT - Programmer 1

_ Nam State of Maine
Request Information
Candidate Name: Sally Candidate

Request Interview \nstructions

SUBMIT Attach any necessary documents for the candidate submission. When a
CANDIDATE  Step 5 is complete, click submit to complete the candidate
(Step5of 5)  submission.

Forward Candidate Defauit candidate submit message

Reject Candidate

Candidate Details

Request Engagement Candidate Name: Requirement Title : BOT - Programmer 1
Email Address: Client Name : State of Maine
Candidate Name : Sally Candidate «previous | submit »
Candidate Status: ‘Wendor Candidate Status: Candidate Attachments
Engagement Type: Click here to view resume and/or other
attachments associated with the candidate.

Sys. Candidate 1D:

Dupticate Status: ; .
Avallablity: Current Attachments W NERAIE eI

Possible D v Summary of Qualifications:
File Type Description File Hame Created Date
Interview Date: v
Resume/CV Sally Candidate Resume ME Resume Template.doc 06/09/2010 10:47 AM
Interviewed By: Brevia .
LEL I B s Rt Eebl LE S | Record Range (begin/end):1-1 Total Records:1
Skill

[ Back to Candidate Detail |

Deployable Rating: 4 previous | submit »
VB.net

SQL Server Required 1 Years Exceeds 2 Years
L Server 2008 Highly desired 1 Years Meets 1 Years
Update s B
Experience with transportation Highly desired & Months Meets & Months
Candidate Employment projects
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Request Information

The Request Information option enables you to request additional information about the

candidate. You just need to note the additional information needed in Peopleclick, and the CAI
Account Manager will work directly with the candidate/vendor to get this information.

¥ rullServicemsP

) @54

Click here to ask
Edit Candidate the CAI Account
Manager for
Resume/Attachments additional
information. SRS
Request Information

Candidate Name: Sally Candidate

Request Interview . Request Additional Information
Instructions
vard Candidate
Candidate Information

Mame: Sally Candidate Sys. Candidate |D: 22687

Default candidate submit message

Reject Candidate Candidate Details
Request Engagement ‘Candidate Mame:

Email Address: [ Back To Candidate Detail ]

Candidate Status: Vendor Candidate Status:

Engagement Type:

ing message r additional informati
Sys. Candidate I1D: Ent st h
Duplicate Status: Subject: Information Request nter your reque: ere
Juplicate Status: Avaabiity: — and click Send
Possible Dupe . Summary of Qualifications: o
Interview Date: “Body:
View Duplicates
Interviewed By:
Requirement Details And Candidatq
Skill
WE.net
5QL Server
SQL Server 2008

Experience with transportation
Candidate Employment projects
Information

Global Candidate Requirements

Mo global reguirements found.

Compliance ltems

Candidate Comments

This section contains tasks that wil need to be completed as part of the Candidate Submittal and/or Engagement process.

Internal Comments
‘Group Hame Item Due Owner Global Status Attch. Details

EEERIEED Global Screening Criteria Yes

Requirement Criminal Background Check Before Engagement  Vendor Not Started [ Details ]

Questions For Requirement

Mo Questions For Requirement Found
Client Defined Fields

Candidate Phone Number: 555-555-1212
Round Forwarded (CAl Use Only): 1

Is Candidate a State of Maine Retires: No
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Request Interview

The Request Interview option should be used to request an interview. Once again, you note
the complete interview details in Peopleclick (e.g. over the phone or in person), and the CAl
Account Manager will coordinate the scheduling of the interview with the candidate/vendor.

#¥ruliServicemsp

%D}.E‘a ny peoptectick | Requirements USSR Time/Expenses | Admin ™\

Edit Candidate

Resume/Attachments

Click here to rogrammer 1
request interview @IS0

Request Information with candidate. [N

Request Interview

Request Interview

rward Candidate Default candidate submit message

Candidate Information

Mame: Saly Candidate Sys. Candidate ID: 22687

Reject Candidate Candidate Details

Request Engagement ‘Candidate Name:

Email Address: [ Back To Candidate Detail ]

Candidate Status: Vendor Candidate Status: Enter complete interview
Engagement Type: or fc y details here, click Send,

e s T, - ant € hcount Manas
Sys. Candidate ID: . will work with the

Subject: Interview Reguest ey 7

Duplicate Status: o G fvendor.
Availability: —

Summary of Qualifications:
Interview Date: “Body:

View Duplicates
Interviewed By:

Candidat
Requirement Details And Candidat:

- Skill
able Rating:
VE.net
50L Server
5QL Server 2008
Update
Exg th b tat;
perience with transportation Highly desired & Months Mests 4 Months

Candidate Employment projects

RS Global Candidate Requirements.

No global requirements found.

Candidate Comments e

This section contains tasks that will need to be completed as part of the Candidate Submittal and/or Engagement process.

Internal Comments

‘Group Hame Item Due Owner Global Status Attch. Details

Candidate Details
Global Screening Criteria es

Requirement Criminal Background Check Before Engagement  Vendor Not Started [ Details ]

Questions For Requirement

Mo Questions For Requirement Found
Client Defined Fields

Candidate Phone Number: 555-555-1212
Round Forwarded (CAI Use Only): 1

Is Candidate a State of Maine Retireel: No
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The Reject Candidate option enables you to remove a candidate from consideration.

¥ FullserviceMsP

Candidates

Edit Candidate

Resume/Attachments Requirement Tith OT - Programmer 1
Client Name:

Request Information
Candidate Name:

Request Interview

Reject Candidate

Click here to remove
candidate from consideration.

Fi ard Candidate

Candidate Information

Reject Candidate

Name:

Sally Candidate Sys. Candidate ID:

5ys. Requirement |

Request Engagement Candidate Name:

Email Address: Reguirement Title: DOT - Programmer 1

Candidate Status: Vendor Candidate Status:

[ Back To Candidate Detail |

Engagement Type:
Sys. Candidate ID:

Availability: Reject the candidate for the following reason:

22687
D: 27840

Possible Dupe v

Summary of Qualifications:

O Reject-Duplicate

Choose the reason for rejecting the
ide information in the

C s field, and click Reject.

Please note: All candidates are
automatically rejected by Peopleclick
did has been d

Interview Date: ject-
View Duplicates ( Reject-Inadequate Info :
Interviewed By: (O Reject-Not Availatle candidate, pro
‘Reason: o "
uirement Details And Candidat] cazon O Reject-tot Qu *
) Reject-Rate Issue
Skill
O Reject-Req Closed/Filled
O reject 5t c oncea
YB.net leject-Stronger Can
Comments:
QL Server
SQL Server 2008 /

Experience with transportation
projects

Candidate Employment
Information

Global Candidate Requirements

=T

No global requirements found.

Candidate Comments Compance Nens

Internal Comments
Group Hame item Due
Candidate Details

Criminal Background Check  Before Engagement  Vendor

Requirement

Questions For Requirement

Mo Questions For Reguirement Found
Client Defined Fields

‘Candidate Phone Number: 555-655-1212
Round Forwarded (CAl Use Only): 1

Is Candidate a State of Maine Retiree?: No

This section contains tasks that will need to be completed as part of the Candidate Submittal and/or Engagement process.

Owner Global Status

Global Screening Criteria Yes

Attch. Details

Not Started [ Details |
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Request Engagement

When you have selected a candidate, please use this option to request the engagement. When
the CAIl Account Manager receives the notification, we will begin the engagement process.

¥ ullserviceMsP

) o [3@#3 My Peoplectick ™ Requirements o F m

Edit Candidate

Reguirem

Resume/Attachments

Client Name:

Request Information
Candidate Name: Sally Candidate

Request Engagement
Candidate Information

Request Interview

Instructions

vard Candidate
Click here to request

Reject Candidate engagement and inform
the CAT Account Candidate Name:  Sally Candidate Sys. Candidate ID: 22687
Request Engagement Manager that you have

made your decision. Requirement Title: DOT - Programmer 1 Sys. Requirement ID: 27840

Candidate Status: ‘Vendor Candidate Status: [ Back To Candidate Detail ] B .
Be sure to include the following

Engagement Type: information in the Comments field:

Sys. Candidate ID:

LE start and end dates
Duplicate Status: Availability: 2. When and where the cnadidate
should report for work on the first day
Summary of Qualifications: “Subject: |Please engage this candidate... 3. Add iti“"aj informatian_ Ehat needs to
Interview Date: conveyed to the c:
View Duplicates F = (parking, person to report to, etc.)

Interviewed By:
When finished providing this info,

Requirement Details And Candidat{ RS click Send. The CAI Account Manager

will receive the notice and make sure

Skill that the vendor/candidate are notified
and the on-boarding process is

VE.net complete.

sat server [sere]

SQL Server 2008

Experience with transportation
Candidate Employment projects
Information

Global Candidate Requirements

Mo global reguirements found.

Compliance ltems

Candidate Comments

This section contains tasks that wil need to be completed as part of the Candidate Submittal and/or Engagement process.

Internal Comments
‘Group Hame Item Due Owner Global Status Attch. Details

EEERIEED Global Screening Criteria Yes

Requirement Criminal Background Check Before Engagement  Vendor Not Started [ Details ]

Questions For Requirement

Mo Questions For Requirement Found
Client Defined Fields

Candidate Phone Number: 555-555-1212
Round Forwarded (CAl Use Only): 1

Is Candidate a State of Maine Retires: No
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TIMESHEET APPROVAL

Each engaged candidate will be required to enter a weekly timesheet by noon on Monday into
Peopleclick. The Hiring Manager or other designated timesheet approver will be required to
approve these timesheets by the close of business on Tuesday of each week. This approval
indicates the hiring manager has accepted the time entered as being valid and approved for
invoicing.

If you are designated as timesheet approver, you will receive email notification from Peopleclick.
Within the email, you can click on a link that will take you directly to the timesheet that is
pending your approval. You can also access all timesheets pending your approval by navigating
through Peopleclick in the following manner.

g’)FuHSeryi(;eMSP

@ T [3 E ﬂg My Peopleclick i Candi m

‘Welcome to the IT Staff Augmentation Contract Website Maing Hiring1, Last Login:06/0%/10 12:09 PM; View | Edit

17 you experience any problems or have any questions about this website, please contact the help desk at Maine_Help@Compaid.com or call 1-800-635-5138.

(TS
My Requirements Pending Approval @) |Engagements Expiring in 15-Days v|
Active Requirements )
New Candidates [}
Active Candidates )
Engaged Candidates )

There is no data to display.

(/ ltems Pending My Approval or Action

Requirements (]
Engagements (]
Timeshes Click here to view and approve the timesheet. ' o
Expense Reports 0]

Candidates

‘Nlﬁ(lwe Candidates - With My User ID hd |

Regquirements

‘ Al Active Requirements - With My User ID v |
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Use Quick Search functionality

to locate a specific timesheet.

L TN N TN rnecenes VLN

My Time: nesheet Approval Missing Timesheets Expense Approval Invoices
ERRchE=Ac B Y —
— g [] Candidate Period End Date / Timesheet Status Hours Total Amdt  TimesheetID vendor Reports To CandiD  Requirement Title Invoice ID

PeriodEndDate: Suzie Candidate 06/05/2010 Submitted 32:00 19131 Computer Aid, Inc. Maine Hiring1 22632 DOT - Programmer 1
{mm/dd/yy) y [View'hme$eel] [ Candidate Tipe Summary ] [ Engaged Candidate Information ]

From: - T — ! : Record Range (begin/end): 1 - 1 Total Records: 1

| Click here to view timesheet specifics. i
Page 1Total Pages: 1

To:

[ || Apprave Checked Timesheets ] Click here to view list of timesheets
associated with person over the life
of the engagement.

Click here to view specific
information about the
person’s engagement.

search

Advanced...

Click on box next to person’s name and

click on Approve Checked Timesheets
o ically approve ti h

‘without viewing the actual timesheet.

¥ rulservicemsp

Q S [ 734 [ Avpeopic - TERN Tincroxpenses QLN
My TimesheetsTimesheet Approval  Missing Timesheets Expense Approval Invoices

View Timesheet [ View Pontable Version ]

| cpreviows | gacktosrmary | vect- [N Click here to
Period (Begin -> End): Sunday, May 30, 2010 -> Saturday, June 05, 2010 print the
timesheet.
Timesheet for: Suzie Cangidate Client: State of Maine
Candidate ID: 22632 Reports To: Maine Hiring!
Requirement 1Dz 27788 Requirement Title: DOT - Programmer 1
Cost Center: 17A- DOT PO:
6L
Timeshest 1D: 19131 submitted by Suzie Candidate Status: Submitted (Suzie Candidate) 06/07/2010 11:53 AM
Project 30 31 1 2! 3 4 5 Totals
| Sun ‘ Man ‘ Tus Wed Thu Fri sat
PROJECT / DO12345 / PROG~LO0001
08:00 08:00 08:00 08:00 32:00
traight Time 32:00
Click here to Approve [Total Billable Hours (Day) 08:00 08:00 08:00 08:00 32:00
or Reject the timesheet.
Comment:
Please provide comments in regards to approval
or rejection of the timesheet. If rejecting the
- timesheet, please use this field to let the
candid know what needs to be done to fix it.

spprove || Reject
A

If a timesheet is rejected, the candidate has the opportunity to correct and resubmit for
approval. This process will continue until the timesheet is approved.

If it is determined that a timesheet was submitted in error after it was approved, an amendment
can be done to the timesheet. However, only the CAl Administrator can create an amendment.
The amendment will require approval by the hiring manager in the same manner as regular
timesheet approval.
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Like the timesheets, any engagement-related expenses that the State has agreed to reimburse
must be approved by the Hiring Manager through Peopleclick.

If you are designated as an expense approver, you will

receive email notification from

Peopleclick when an expense has been sent to you for approval. Within the email, you may click
a link that will take you directly to the expense report that is pending your approval.

You may also access all expense reports that require your approval by navigating through

Peopleclick in the following manner.

VﬁFhHSeryigeMﬁP

CRIEREEL”

My Peopleclick i c

‘Welcome to the IT Staff Augmentation Contract Website

I

My Requirements Pending Approval )
Active Requirements 1)
New Candidates (W]
Active Candidates 3)

Engaged Candidates )

If you experience any probiems or have any questions about this website, please contact the help desk at Maine_Helpi@ Compaid. com or call 1-800-635-5138.

Items Pending My Approval or Action

I

Requirements ©
Engagements (@
Timesheets (W]

Expense REDOM,—i Click here to view and approve expense report. '

Candidates

| Al Active Candidates - With My User ID

Requirements

|NlA(l|ve Requirements - With My User I v‘

Maine Hiring1, Last Login:06/09/10 01:08 PM; View | Edit

" Graphs at a Glance

|

| Engagements Expiring in 15-Days

There is no data to display.

\. : 3 '
\U‘/‘!—buuserylce“ B g Use Quick Search
functionality to locate a

specific expense report.

Time/Expenses

My TimesheetsTimesheet Approval Missing Timesheets

Expense Approval  Invoices

Timesheet Items By Status
didate CandlD Vendor

fuzie Candidate 22632  Computer Aid, Inc.|Travel expenses  06/05/2010 1 10 0 0 5$50.00USD

[ Candidate E.qfnse Summary] [View Expee Report ]

Click here to view all expense reports

Fending Approt v submitted by a specific candidate.

PA

Advan(ed...m B

- Pending Approval

- Submitted

VA - Approved by Vendar
cA - Approved by Client
R - Rejected

[Expense Report Period End Date PA 5 VA CA R Report Amount Amount Approved

50.00 USD

Expense Period
Date Submitted / Begin Date End Date
06/07/2010 06/05/2010 06/05/2010

Record Range (begin/end): 1 - 1 Total Records: 1
Page 1 Total Pages: 1
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y}FUHSeryigeMSP

@ T [?} @Eﬂ i i i Time/Expenses m

My TimesheetsTimesheet Approval Missing Timesheets Expense Approval Invoices
Engagement Detail
Instructions: Default expense report message

Click here to Approve All or Reject All
expenses associated with this report
(if there are multiple entries).

Candidate Name:
Expense Report 1Dy,

Suzie Candidate
1197

Travel expenses

Reject Al
Action Status Date Title Project Type Reason  Amount
If there are multiple lines
on an expense report, ) Submitted 06/05/2010 12:00 AW
you have the option to o prove Vl:e:“D:lal Misage  PROJECT | DO12345 \ PROG-LOD001 Mieage  Misage  550.00LSD
Approve or Reject each ) Reject Click here to view
individual line, rather information about expense.
than the entire report. Expense Report Comment:

To approve or reject the expense report, select the appropriate radio buttons and click the
approve/reject button.

X

Expense Report Comment Histary \ J
[ Engagement Detail] [Expense Approval Summary ]| Click here to view all Click here to Approve or
comments associated Reject the report or Cancel
with this report. if you would like to come
back to the report later.

Current Attachments

File Type Description File Name Created Date
Expense Saly Candidate Expense Doc Sample Expense Doc.dog06/09/2010 02:12 PM Click here to view attachments associated with
report. Please note: Candidate must attach
3 receipts to submittal if it's an expense that
Record Range (begin/end):1-1 Total Records:1

Expenses should only be approved if they have provided complete information, and have
attached receipts for all expenses requiring such documentation. If you are not sure which
expenses should include receipts, please feel free to contact your CAl Account Manager.

If you reject the expense report, the candidate will need to resubmit. If you discover an error
on the expense report after you have already approved it, please contact the CAl Account
Manager or the CAl-managed help desk. The CAIl team will ensure that it is corrected.
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ENGAGEMENT EVALUATIONS

For each engaged candidate, the Hiring Manager will receive an email request to complete an
engagement evaluation form. Evaluation requests will be made after first 30 days, 6 months,
and 1 year. The evaluations are not required but highly recommended as they will be available
for future reference.

To complete the evaluation, simply click on the link within the evaluation email notification that
is sent to you via Peopleclick.

g‘)FuHSeryigeMﬁP

PPNt W TN G e N GO

Back to Evaluation Summary

Name: Suzie Candidate System ID: 22632

Start Date: 06/01/2010 Vendor Name: ‘Computer Aid, Inc.
Evaluation Date: 07/01/2010 12:00 AM (Evaluation 1)

Evaluation Criteria Rating

‘Candidate/Client Relationship
Attitude towards work and job, ability to work without direction, 5 - Outstanding |
effectiveness when working with others, ability to communicate in an —!

effective manner, professional appearance, professional personality.

Productivity

Ability to finish assigned work on time, ability to werk on multiple assi 4 - Above Average | ¥

ability to plan and maintain workload. Rate the candidate on a
4————— scale of O to 5, with 5 being

Quality of work the best (Outstanding).

Accuracy of work completed, thorough at following, through, effectiveness of 4 - Above Average | ¥

work produced, quality of work when completed.

Technical capabiity

Knowiedge of requirements and standards, knowiedge of required technical 4 - Above Average | ¥ |

disciptines.

Overall performance

4 - Above Average %
Overal performance.

Total Average:

Final Comments

|Suzie has been deing a wonderful job. .
Enter additional comments about the
candidate.

Click Submit to complete the evaluation.
Click Save as Draft if you would like to
come back to it at a later date.

Fewoan

[ Back to Evaluation Summary ]
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GETTING HELP

You are now ready to begin using Peopleclick to fill all your IT Staff Augmentation requirements.
Should you need assistance, please contact CAl's IT Staff Augmentation Help Desk at
Maine_Help@compaid.com or 1-800-635-5138.
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